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Chief, Administrative Services v 18 December 1951
Deputy Comptroller

survey of Payroll Activities of the Fieesl Division

1. Refersnce is made to our recent convoersation concorning
the survey to be started 20 Degerber 1951 by your O:Tice with
respect to possibla mechanization of certain payroll activities
of the Fiseal Divisinn. IR

1

2, In our oninion, this survey should include\ss winimum
gb jectives the proparation or processing of the following by
puneh card processes:

8, Farnincs records cards either by use of transfer
posting machines or by IBY tapulator,

by Payroll

g. Bond issuance sohedules

de Tax withholding statements, Form Wed,

a, Annusl emnloyces! esrn ngs statoments

£, (uarterly FICA revort

=y Changs slips (purtislly propered by IPK prior to
issuance ). '

3, - In order to produce the shove racords and statements, it
1g believed that tho following basle records must be devaloped and
meintaineds

6, PMCH CA%DS = Punched tabuletiny cards which form -3
The basic payroll accounting record snd which would
bes Mapter Pay Cards, Pay Period Carde, Barnings
Surmary Cards, nnd Bond Issuance Cards.

Fe

be BLOCK TRANSMITTAL « A transmittal to he used to
provice accountabllity for documents btransmitied
to the machinas ssotion,

————————— qk;--tn;-* £ COWTRNT, BRGISTFER - A rocsister to provide o
y record aF Hlook transmittals from which
ings cnn be reconclled and which will serve as

I ans of posting to a payroll control reilster.

By d,, PAYFOLL CONTROL HEOTSTER - A repister to provide
"'qu“?f%$ana Tor seourins iundevendent Lotals of changes
sach pay period to insure the acouracy ol the rolls,
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2e PREVIOUS PORML LISTIHG -« A listing of the master
carde of =ll smplovees rrepared by the IBE ssction
immedistely after completion of the regular payroll,

£y  PREDETFIMINED PAYROLL LISTING = 4 iisting of the
CUrr ANt Pey CAFGE IRCINGLNE 51‘3.? chanzes provessed
to the IRH mechine mestion throush the payroell
cubwo il period,

4, In developine the procedures, it will Lo necsssary that
cortain dofinita beahniques be e rlied, These tashnigues in
ronarsl would be ag Dalleowsr ALl cards Rey munehed should be
keveynrified srior 4o iaterpretation or nroof listing. In all
srovetility o1l serde would heve to be interprotsd exoept those
gardg whiok are used in a onewtime cperstion whieh do mot zo
irts = peyemnent file. 411 curds roproduced or sumrary-muanched
for w0y rﬂam“ woaold have to he tnabolnted or 'isted for preof
of et +» Controals should he rmuinkained in the payroll ssetion
for cheaking aralnet proofl listinss relesszed from the maghine
room, Ueriztars, ronorts, and spocizl listineg should be maine
teinad in file in the payroll asecction but all punch card Piles
in armnectlon with the opsration should be maintsinegd by the
maarine sastion,

5y  In sonaiderins procedures to be followed, ;lans should
ha nade for the pevrall to be preparad in such a fashion that
the sopy :sping to the disbursing office should indicate suly the
nare of the emnlovee tad amoumd of pay,

&y Ons of the mujor problems with “ﬂmact to the sayroll
sotivity is the high perognteze of payroll change 3lips that sre
rregared, It is belisved that a nachine mmﬁ,md gan be adaphed
whorehy & chanse slip is ;;r;amm'* for esch amlag@@ in aﬂvam':ez
of igsuance showlng zuoh information ss the o ﬁlovet«' %
number, title, zervice and grade, brsmah aw . bax alss.a&,
bond code, salary, sllotment, sto., and the mwsa ww normal
pay information. Those lorms cosn be filed in tho helding Ille
until a change =slip is neadsd, Thern it would only be necousary
for the payroll compiler to pull the pertivent, portially
prepared chanre glin fror tha halding £ile, and 74111 in only
the ghanze Inlsrmation ineluding the nsw normel and puo this
variod information. This would save & tremendous mmount of
time in proparing change elips since sll the informetion printed
on the glipg by tabulator would no longer be £illed in manuslly
by compilers. The shange slip would be replaced apgain in the
partial nrepared holding file by IBY procesy and would be avalle
able in commeotion with the next chanze to bs processed lor that
employeo,
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7+ Also, in the study, eonslderation should be given to
anlv nreparin; an exployests esrnings recard card quarterly or
annimny since runy of the prosent usss of tha employee reegm
eard are no lomsor noplisabls undsr vroporly developed IBU
sayvroll progseduros

a, It im alss roquested that in considering the use of
ounch sard methods, provigions be made for obtaining the
follewing by=product sxpenditure informationt

ne Nogulaey payroll

he Temopary and sartetime on loymoent.
0s W
‘ +

d, i -ht work affferentinl
as lumm sum payment

Ty Habldve pag
2o Leava on quurterly allowanea
ve  Owor-time and tollday pay

Ny

Je The sbove la = ralior zenoral siotch of *‘hv* things
whieh I beliewn ghould be ¢ msidsared in the swrveys

< o PR Ll

10, I realiszc that withoub furiher axplanation, #ome Ol

the dosoribed rocords, rosorts, e%o., and ;t&..»@ir p'&li‘_,.e}iﬁa W?-i’

not be entirsly clsar, I wodd thersfore ne dnd to furthey

{ Ad oot ¥ " . A . e
disouse &1l or any part off this merorendum in detall with 3;,_;:1
and/or those porscas whom yo1 have agairmed € moke the studys
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